State of Indiana Training Guide
Peonlefoft Workforce Administration

Internal Applicant Procedure
Rehire, Promotion, Demotion, Internal Transfer

Procedure

The Internal Recruitment Action/Reason codes allow SPD to note that an employee has been
hired for the posted vacancy. Using this new action/reason code sequence will allow the
requisition to close and remove it from the job bank.

Begin the desired transaction (Rehire, Promotion, Demotion, or Transfer) using the instructions in
your Guide to Workforce Administration Manual. Once you have reached the job data panels,
use the following directions to record the Internal Recruitment.

Remember for a Rehire, Effective Sequence 0 will record the Rehire action with the appropriate
reason code (AFF, ELC, RFL, REN, REP, RHN, RPL). Upon adding a row, Effective Sequence
1 will reference the Transfer Action and Internal Recruitment (INT) Reason.

For Promotions, Demotions, and Transfers requiring a Requisition, Effective Sequence 0 will
reflect the Transfer/Internal Recruitment Action/Reason. Upon adding a row, Effective
Sequence 1 will record the appropriate action/reason codes for the promotion, demotion, or
transfer.

The following directions demonstrate hw to record a promotoin for an employee.
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Action / Reason: ‘ Hire "‘ o\ Replace Incumbent
Current
Position Number: Q Fragram Coor 4 Position Entry Date: 01/01/2005
Position Management Record
Regulatory Region:  ugs United States
Company: 50! State of Indiana
Business Unit: 00800 IN Dept of Transportation
Department: 065006 INDOT - Legal Sves Department Entry Date:  01/01/2005
Location: 0000000461 DOT Gentral Office
Supervisor 1D:
Reports To:
D:
Establi ID; 00001 Q State of Indiana
Job Data Employment Data  Earnings Distribution Benefits Program Padicipation
B oave) (QRetunto Search ) [Nty Hext tab ) (% Refresh (o) Elnclude History ) | Cemect Histery | =
Wyork Lacation | Job Information | Job Labar | Payroll | Salary Plan | Compensation 8
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Step | Action

1. Click the Add a new row at row 1 (Alt+7) button.

2 Enter the action’s effective date into the *Effective Date field. Enter "093005",

3. Press [Tab].

4 Click the Action list.

IHire vI

5. Select an entry from the list.

6. Click in the Reason field.

[

7 Enter the correct reason code into the Reason field. Enter "int".

8. Press [Tab].

9. Click the Job Requisition button.

Joh Requisition
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Select Job Requisition

Click on the job reqguisition number hyperlink for the job reguisition number for which you are
rehiring or transferring the employee.

Job
Requisition
W304% TestHire Employee

Raturn

Name

Application Date
10000230517 08/30/2005

D Internet

Step | Action
10. | Click the Job Requisition link.
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Employee Status:  Active = |
*Effective Date: 08/30/2005 Effective Sequence: El *Job Indicator: |
Action /| Reason: ‘Tramsf&r "‘ Q Interal Rectuitrment

Current
Position Number: Q Training Dir Paosition Entry Date: 09/30/2005
Override Position Data Position Management Record

Regulatory Region: )54 United States
Comparny: 501 State of Indiana
Business Unit: 00070 State Personnel Department
Department: 045001 SPD - Office Of The Director Department Entry Date:  09/30/2005
Location: 00000ona7e State Personnel Departiment

Supervisor ID:

Reports To: 10002762 Unclass ET
D: 10000004445 Edmonds Eric Terrell
1D |no0n? 2 state of Ingiana
Jok Data Employment Data  Earmings Distribution Benefits Program Paricipation
B save] (CQiReturnto Search | ([ElNatify (5 Next tab) | % Refresh =] Alnolude History | [ [ Correst History | L
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11.

Click the Add a new row at row 1 (Alt+7) button.

12.

Enter the action's effective date into the *Effective Date field. Enter "093005".

13.

Click in the Effective Sequence field.

[

14.

Enter the correct sequence number into the Effective Sequence field. Enter "1".

15.

Click the Action list.

ITransfer vI

16.

Select an Action from the list.

17.

=

Click the Look up (Alt+5) button next to the Reason field.
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Action: Promaotion
Reason Code: | begins with || |

Description: | hegins with || |

Look Up Clear Cancel | Basic Lookup

Search Results

15 0f5

Reason Code Description

New Window | Help | 5,

i leds] Mormal Career Progression

OPR Cutstanding Performance

ESA Promotion - Same Agency

ETS Promotion to Subsidiary

SGA Salary Grade Advance

&) B Internet

Step | Action

18. | Select the appropriate reason from the list.
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Employee Status:  Active Date Created: 09/30/2005 =

*Effective Date: 08i3012005 | Effective Sequence: “Job Indicator: |

Action / Reason: ‘ Fromotion 23 o\ Pramation - Same Agency

Current
Position Number: Q Training Dir llook s> (ak+5) Position Entry Date: 09r30/2005
Override Position Data Position Management Record

Regulatory Region:  ugs United States

Company: 50! State of Indiana

Business Unit: 00070 State Personnel Departrment

Department: 045001 SPD- Office Of The Director Department Entry Date:  09/30/2005

Location: 0oooooogT1 State Personnel Depariment

Supervisor 1D:

Reports To: 10002762 Unclass ET

1D: 10000004445 Edmands Eric Terrell

Establi ID; 00001 Q State of Indiana

JJob Data Employment Data Earmings Distribution Benefits Proarar Participation
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Step | Action

19. 4
being processed.

Resume the instructions in the Guide to Workforce Administration for the action

20. | End of Procedure.
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